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FINANCE DIVISION NOTICE NO. 682 A A

SUBJECT: Account #102 - Cagh On Hard forr Disbursing -
Funds Held for Release to Agency Activitles.

1. Under certain operational circumstances, it becomes necessary
for the Finance Division to receive and hold substantial smounts of
funds for subsequent Telesse to specific Agancy activitles. Since
these funds ere not recorded in the regular Agent Cashier Accounts, a
ggparate 'ace;unt is being established for this purpose. The descrip-
tion of this account is attached.
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TOs Chief, Finence Division 18 November 1954

ATTN: Chief, Monetary Branch
FROM: Deputy Comptroller

SUBJECT: New Account for Cash Held by Finance Division for
Release to Projects

1. Based upon discussioms with the Chief, Monetary Branch, it
is understood that in some cases the Finance Division receives sube
stantial amounts of funds which are held for subsequent release to
mrojects. In commection with & semsitive project, 16 checks have been
receivedbythe!bnetaryBremhdrmbythaDisburamgomcerofthe
Treasury in the amount of $250,000 each for tranamittal on an "as needed"
basis to the project. _

2. Ap agreed to with the Chief, Monetery Branch, a separate
account should be established to reflect the amoumt of such checks
held for subsequent release to the project. Accordingly, a new sc-

count No. 102 - "Cagh on Hand for Disbursing--Funds Held for Relesse

to Agency Activities" 1s hareby amthorized. The description of this
account ls attached.

ATTACHMENT
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102 ~ CASH ON HAND FOR DISBURSING=
FUNDS HELD FOR RELEASE TO AGENCY ACTIVITIES
This debit balance account reflects the amount of cash on hand
held for release on an "as needed” basls to Agancy activitles. Debits
to this account represent oash received for subsequent release to
wojects and credits represent the amount of such funds released to
projects.
).
-
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FIVALCE DIVISION NOTICE O, 8% P\ %

SUBJECY: Policy regarding application of anmual lsave when travel sk
" is goniuneted by privately ownad automobile not +9 exceed " !
eost by eommon carrier N £

1. Attached is a eopy of OGC opinion detad 14 Awmust 2855 f
Ling with ithe above subject. It states in affect ithat ihave '
wasld be neo legald objection to charging or mot charging a traveler :
for the time difference Letween travel time by thse commen carrier
#ori the travel time by privately owned automobile. i

RPS iy
[AReN

2. Gonsistenit with the above opinlon, employees autherized i
trravel by POA nos Lo exceed cost by common cerrvier will ba charged r
armual ieave for any or ell of the time ¢iffersncs betwesn travel i
tisne by common carvier ard privately owned ant-mebile unless the
Approving OFfficer adminisvratively determines that suech time differ-
arce should mot be chargesd to the employee as anruel leave Ly so 2
irdicating on the iravel vrder. :

3. Alss, the time <iffersnce in excess of the tiwe normally
aiiowad to traveil between two specified points ernsistent with ?he- i
usual miileage allowance of not less than 200 miles & day wj_-)‘! be k
marged to annmual leave.

4. Toployeas esuthorized use of POA cn a mileags Lasis as beln: i
more advantageous o the jovernmen™ will roi bz charged anmial leave ¥
Pop actuval travel tim2 execapt thaet maximu fravel time allowance will i
b iimited to not less trarn 300 miles per dey. i

5, The faet that the traveler will ro% btz charsed annuwal Jeava
Tor the time difference wuder the conditicn cited in 2 above does i
anh, In any wsy alier the btasis for detsrmining cerstrutive costs ia
szreiving at the amwunt due the iraveler when fravsl was authorlzed . i
oy to exesed east by comron garrier. :

25X1A

Avkachment
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ATTACHMENT TO
FINANCE DIVISION NOTICE NO. 896

14 August 1956

MEMO™.:“DUM FOR: Chief, Finance Division
SUBJECT : Anmual leave
REFERENGE

Your memorandum, Dated 7 May 1956,
Subject: "Annual Leave"

l. Your memorandum generally poses the question of whether a
traveler who ls authorized to travel by privately owned automobils
{hereinafter referred to as POA) "not to exceed cost by common carrier"
should be charged annual. leave in the amount of the time which con~
stitutea the difference betwesn the actual travel tims and the time
which would have been required to travel by the (designated) common
carrier. We are informed that it gensrally has bsen the practice within
the Agency to charge this amount of time to the anmual leave of travelers
traveling under such an authorization.

2. This practice apparently has proceeded on the theory that the
maintenance of the traveler in a duty status for this tims differential
represents an excess "cost" to the government within the meaning of
the phrase, "not to exceed cost by common carrier". We have serious
reservations as to the correctness of this imputation. While we can
conceive of instances in which such an excess, ard we emphasize excess,
cost might be invelved, alsc we can conceive of one in which it would
not. Additionally, the language under consideration, in terms, makes
no mention of annual leave, but seems rather to treat another clearly
defined subject and in a clearly understandable manrer.

3. e have expressed our reservations in this regard to the General
Accounting Office. We are informed by that office that it considers the
charging of amnual leave in the instance of a travel authorization of
this type to constitute a matter of administrative discration, and that
it would not take audit exception to either the charging of annual leave
in such an instance or the failure to charge, subject to the limitation
that all time necessary to complete the travel by POA which 1s in excess
of the time within which the traveler would have been required to complete
the travel if ordered to perform it by POA should be charged to snnual
leave, or leave without pay, as appropriate.

4o We conclude that there would seem to be no legal objection
aither to charging a traveler authorized to travel by POA not to exceed
cost by common carrier with annual leave for the time difference betwesn

S
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ATTACHMENT TO
FINANCE DIVISION NOTICE NO. 896
Page 2 '

travel time by the common carrier and the travel time by POA, or to
maintalning him in a duty status for this peried, again within the
limitation set out immediately above. To the ends of uniformity of
administration with the Agency and the securing to our employses

of the most advantageous dispensation, we suggest that the Comptroller's
Office properly could establish an Agency policy of pot charging

the difference between the travel time by common carrier and the
authorized travel time by POA to the annual leave of & traveler who
was authorized to travel by POA at a cost not to exceed cost by
common carrier. If there appears to be a difference in coneclusions
on this particular subject between this memorandum and that of 20 June
1956, from this Office to the Comptroller and dealing with a ralated
subject matter, you may be guided by this memorandum.

25X1A

Office of Gensral Counsel
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9 April 1956
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FINANGE DIVISION NOTICE 10. 840" h V|

SUBJECT: WSHEADSET « Transfer Authorizations

1. Transfer authorizations covering transfer of advances and

other charges to WSHEADSET will be limited to transactions applicable
to the —

2. The only exception to the above will be in those cases where
cash iz transferred by Headquarters to Class "B" Statlons reporting
to WSHEADSET. Such transactions will be documented by Monetary Branch
consistent with Finance Division Opsrating Procedure 30-8.

25X1A

S
' . 0189
‘ _28/ acy paTeC2/o¥ /g ® 018935
| on o YPE

CRIG Cuine B OP) T D7 —

£3 tLeSS
ORIG CLASS _ S preed ————- igv hnu'mu |
ST M NexT AV >ol9 e

Approved For Release 2001/08/29 : CIA-RDP78-05747A000700030002-8



. Approved F&-ReI‘EGN(P"BENT@MBDP78-057H00070003006ég§r L3
e a o wond

[/
30 December 1955 /7. /
0t/
w
M-
A\ 0/\

FINANGE DIVISION NOTICE NO. 866 /°
SUBJECT: Imprest Stamp Account

REF : (&) Headquarters Regulation 25X1A
(b) Memorandum from Acting roller to Chief, Finance
Division, dated 20 Decembar 1955, subject as above

1. Consistent with reference (b) regarding change in a desig-
mated custodisn of ths Fipence Diviasion Imprest Stamp Account, the

following will apply:

Whenever a desigoated custddian is to be ohanged for reasons
of either reassigrment or separation, the sccount is to be
checked and an accounting rendered to the Chief, Finance
Division for approval or for remidiel action concernlng
shortages, if any, before the account is turnsd over to

the new oustodian.

25X1A

Aoting Deputy Chief, Fimance Division
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FINANGE DIVISION NOTICE NO. 805 P
SUBJECT: Anmal Leave

1. It is the announced polioy of the Agency that employees are
to be given every opportunity to use their earnsd leave. The matter
of when leaves is {0 be teken is one to be worked out between the in-
dividual employee and his suparvisor so that ths desires of the em~
ployse can be satisfied and, at the sams time, the supervison can pland
on having present a working coxplement adequate to carry out all funo~
tions of his office.

2. With the accrual of increased amounts of leave by reascn of
increasing years of service, a sarious problem of inadequate soversge
of work functions will ensue unless administrative action is tsken to
achedule in advance the anmial leave to be taken by employees of each
office. Each employee should recognize that he is concerned with this
problem alsc, since he has an inherent responsibllity and obligation to

© plan for the satisfactory continuity of his functions during periods of

planned absence. This is particularly applicable to employees in senlor
positions, i.e., GS-9 and above.

3. To permit employees to use their earned leave to the extent
possible, it will be neceassary to schedule leave in such & manner that
the functions of the offices contimie to be effeciently and effectively
carried out. Each employee is requestad to submit to his immediate
supervisor a stheduls of annual leave he or she plans to take during
1956, To avold the necessity for denylng leave to s during
the peak leave seasons (summer and Christmas holidays), employees who
have no perticular preference regarding the season of their vacation
should, wherever possible, schedule their leave during the periods

1 Jamuary - 31 :May and 1 September ~ 30 November.

4 m’f‘m&kule of planned leave will be sutmitted on or before
15 Jamary 1956, and the endorsement thereof by the Branch Chief con-

cerned will be mede on or before 31 Jamumary 1956.

25X1A

Acting Deputy Chief, Finance Division

ST
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ONFIDENTIAL 21 Kovenber 1955
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AUBEGT:  Auddlt Bepowts - Class "&% Stations 4o i

i» Effwotive as of this dake, copias of fudit Deporte received by the
Fimsoge Mvislon covering the setivities of Class “i* Stations will bs treahed
ag iwiiosated below.

2> The Chisl and Deputy Chief, Moance Ddvision will review the roporte and
by thew throagh the 046 apd Moretary Branches t¢ the Accounts Brageh for deteil
waviaw ard spproprizie sction.

G« 'The Accounts Franeh will initiate appronriste action with the other
tenncher of the Flpance Division end coordinste with ares dlvisions in the pre-
paration of dispatches o Meld Stations applicable to items of significant ime
prvtanes % warrant specifils follow-up astion on the part of Headquarters.

4+ Uonsistent with the Pinanse Division polley sstablished herein, the
sennunts Braoch wills

fa! veview the Audit Report from the stondpoint of eccounting def4ciencies
ond ow-compliacce with regulations to determine i corvective action
- s boon teken by the statien by review of atavlon aseountings, transfor
vathorizations, and other dooumentation Jorwarded to Headquarters sube
sagusht o dats of sudit. '

(b} determine that appropriate sction bes besn naken by the Finance Division
with respoet Y specific recommesdaiions or coneiusions sot forth in the
@it report subject to Compirollsy or Fimasce Division asction at Hagde-
quarters lavel.

i2i cisvass the contents of the svdit vaport wivh the Adminiatretive Officer
ol the arves division affscted and ecordinste in the prepacation of dig-
Datehes or cables to fleld stations; if sppropriate.

5. Outgolng dispatches or cebles will ba prepered for the signaturs of the
Chial, Flreswe Division.

S. Coples of audis reports will be mainfainsg in the Accounts Brarch pe
venelpt of subsequent period audit reporis at whioh time they will be jointly re~
wad.  1f exceptions teken in the preceding roport kave bsen satiefactorily re-
gaived, they will be forwarded to Registry for transfer to Archives.

25X1A

’ Agting Deputy ’ e Diviaion
o/ /40 018995
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FINAICE D A 4
DIVISION NOTXCE MO, 7763 P\JO\ 20 September 1955

SUBJECT: Approving Officers (\(‘\/

= [

. |FESCISSIONS: Memo for Staff and Area Divielons Chies Chief of Operation:
; s from
| DD/P, on above subject. dated 11 August 1955. ot whons,

That portion of dated 29 October 1952 which pertains
preoving Officers (See Pavagraph 3)

7
I
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Tbamisquotedbelwamamandamferswm Aren Divi
A 4 slons Chief:
gned by Chief of Operatiecns, DD/P dated 17 August 19553 i

aPl

S press

. Areviewofthsamtmmwofdeaim' g Approving
Officers indicates that a revised procecure is medin?a-}m order

principle wnderlying the approval financial transactions
this function is a rvisory m:fpons. - e

formed relative to pursommel or ectivities undecr the supsewision axd

o L

eos 2

CRIG CLMS
CRIG CLASS
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- 3. Exist d ' -
ros . sting designations incomsistant with the.above are

bo Itisreq!msteathnteachsmfandhummionw

submit, in memorandum form, & revi
tbose’ oren 0 sed listing by name and title of

componients whom they wish to have
:ait%scﬁd as Approving Officers. The memorendtum aheuld’ be addreascd
e of, Finance Divieion, be signed by the Chief or Deputy Chief

theStaffarAreaDd.visimendshmﬂ.dimludethnsimhmof '

emhmﬁm;mn&ngxmaﬁu?mlbemmtothsm
aomurmaem : O~DD, ,orappmmenlforwa:‘dmghthachiefy

25X1A

ef;, Finance Division
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~ 10 June 1955
FINANGE DIVISION NOTICE NO. 737 M- “qlo

SUBJECT: Preparation of Posting Veuchers

1. A recent Audit Report, Subject: "Audit of Posting Vouchers,"
calls attention to the fact that in some instances explanstions on
‘vouchers were tco brief to permit a ready understanding and appraisal of
the transactions, & few vouchers laocked becessary signatures of Certifying
or Approving Officers, and employees preparing and approving vouchers
usually initialled the voucher rather than signing in full, and in some
cases one or both employses failed to sign at all.

2, In the future anialoyees preparing and approving posting vouchers
will:

@, gign their last name on the posting voucher in lieu
of initielling the vouchers as heretofore,

b. =scertain that all adjustment voushers comprehensively
explain the adjustment and the reason or purpose for it, and

-’ ¢. review each voucher to assure that signatures of Certifying ]
. @nd Approving Officer have been affixed.

3. The Chief, Accounts Branch, will arrange with the Fiscal Division
to obtain copies of Vouohers and Schedules of Payments covering disturse-
ments made by the Fiscal Division applicable to property trensactions
and other unvouchered funds transactions.

- 25X1A
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FINARCE DIVISION NOTICE NO. 733 //'\"ép 20 May 1955
SUBJECT: Changes in Due Dates

)
Ay

40

1. The Accounts Branch has recently been requested to process a
substaatial number of adjustment vouchers pertaining to changes in due dates.
The purpose of this notice is to establish a control and Jjustification for
any change in an originally established due date.

2. Effective immediately, no due date will be changed unless the
request is for a period of three months or more. The request will justify
the change with proper explanation, i. e. extended TDY, sick leave, etec.

. 3. If a request is received for s period of less than three months
it will be noted on the IBM listing maintained in the Accounts Receivsble
Section without & formal change in the due date estsblished at the time of
the advance. Notations mede against specific accounts will be taken into
consideration at the time payroll deduction notices are sent out on delingquent
accounts.

4. The importance and responsibility in establishing realistic due
dates when making the initial advance cannot be over emphasized. It should
also be recognized that in changing due dates it necessitates a posting
voucher, which in effect changes the voucher number of the original documented
entry.

Acting Chief, Finance Division
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FINANCE DIVISION NOTICE #5398 A ! 2 February 19

SUBJECT: Cost of Travel and Transportation - Fiscal Year Chargeable
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3. A question has arisen with respect to the fiscal year charreable
in connection with the payment of expense of storage of household goods.,
This question has been reiewed by the Office of General Counsel and
determinations received that D et
TR ) - £ })M—;{"
"in view of the Severable nature of contracts for storage Hase ’i‘u o M;'
services, churges for storage services are obligations *,gj;*, LT e
of the Fiscal Year Appropriation current at the time the R
services are rendered. A severable contract may be described
as a unde%tmch contemplates that the compensation
payable is to bear a direct relation to the amount of service
rendered, but <oes not specify the amount of services required
or the total contract price. When this type of contractual
arrangement is utilized, the appropriation for the Fiscal Year
current is obligated, and hence properly chargeable for, only
those services performed within that Fiscal Year."

k. Accordingly expense of authorized storage of household effects
will be charged to the fiscal year during which the storage occurred.

R IR T e P SR

5. Expenses {ncurred in connection with travel of personnel on
temporary duty are chargeable to the apnropriation of the fiscal year
current at the time the expense 1s incurred, 9., transportation to the

CONFIDENTIAL 2
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, 26 Feb. 195L4)

year in which travel begins (irrespective of when ticket was pucchased),
and per diem and other expenses to the year current for the period during
which the expense was incurred.

6. All supervisors should make certain that the above policies
are uniformly applied.

, nance Division

CONFIBENTIAL
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SUBJECT: U. S. Dollar Payments Ovsrseas

o . | s , ILLEGIB
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FINANCE DIVISION NOTICE NO. October 19544},! . P
‘ vised) ;£*§j5 ‘

1. 4 study of finmancial practices at overseas installations strongly :
i{ndicates that in some areas, staflf employees, staff agents and other i
personnel categories of employees required by Agency regulations to receive :
their station allowances, salary allotments and other emoluments in :
indigenous currencies, are nevertheless, being paid in U, S. dollars. When :
employees exchange dollars paid to them {rom official funds, (or received
by them in some other manner), at unauthorized preferential exchange rates,
they may be in violation of the laws of those ccuntries prohibiting such
exchange transactions. The Agency becomes an accessory to the illegal act
when it supplies the dollars which are illegally exchanged.

2. In those personnel categories where emrloyees are paid by U. S,
dollar checks, they are required to cash these checks with the local U. 5.
Disbursing Officer at authorized exchange rates. In some instances, employees
may be directed to utilize the facilities of accredited, local banks and
financial institutions. At no time are employees permittad to cash these
checks "on the market", to obtain more favorable exchange rates.

3. Employees in other personnel categories, particuiarly those employed
under individual contiracts, and under certain cover arrangements, commercial
or otherwise, are to be paid in accordance with the terms of their contracts
or contractual agreements. These employees must conduct their personal
financial affairs in accordance with their cover status, in a secure manner,
and in asccordance with the applicable exchange laws of the host country.

k. The Chief of the Finance Division has the responsibility for .
administering the payment of salaries, allowances and otherpersonal service
payments, The Chief of the Finance Division does not have the responsibility
for policing the personal finsncial activities of individual employess.
However, every individual employee of the Agency has an inherent responeibility
for taking such action as may be necessary to correct improper conduct.
Accordingly, all Finance Division employees will bring to the attention of
the Chief and Deputy Chief of the Finance Division those instances of dollar
payments made from official funds which appsar to be in contravention of
governing Agency Regulations.

Y. Hone of the foregoing has application to payments, personal and
otherwise, of U, S. dollars for purely opsrational activities. In genersl,
the use of non-indigenous currencies will be limited to instances of operationalsxqa
necessity.
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L. Although it is eviden’ that most employees of tie Finanne
Tiviegion are conscientious in their efforts to be on duty and open
fur business at 8:30 a.me, and witldl close of bHusinesas ai S3U0 paa g
1% has recently come to ay abttention that a few amployees acs DR
nabitusl in morning terciness snd make a practice ol locking up ang
seaving before closze of business at 5300 pme
- 2. Ihis matter is of particular concern, not only becauss
:  prackices of this nsture must necessarily be taken into concideration
; #s » negablve item in appraising the offending amployees in conneciiom
with svoluation reports, ceveer plamning, and possible promctions, hub
aise beoazuse the unfavor able impression being created by a lew espioyess
in detrecting from the otherwise splendid record the Finange pivision
nan made in ibs operstions duwring the past year.

3, i.ach employec o8 requested bo review his aum practices in
' shie mabbor and 1o bake szuch sction as is necessary to correct “his
Stion without resort to irposition of undesirsblie contrule and
anertE by mpervisers.
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